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Letter of Transmittal 
 
20th December, 2014  
S.M. Arifuzzaman 
Assistant Professor 
 BRAC University, Bangladesh  
 
Subject: Submission of Internship Report.  
 
Dear Sir,  
It is an immense pleasure for me to be able to hand over the report of my work experience as a 
manufacturing finance officer at British American Tobacco Bangladesh. 
The work experience has provided me the opportunity to work with an immensely eminent MNC 
like British American Tobacco which has given me valuable insights to the professional life in a 
top notch organization. This really helped me significantly to enhance my practical knowledge in 
the corporate world.  
I, therefore, convey my thanks to you for your kind cooperation, supervision and advice in 
conducting and preparing this report. I have completed the whole program with great 
enthusiasm. I hope you will find this report worth reading although I was not able to accumulate 
all types of information due to some limitations.  
Yours sincerely,  
___________________  
MD Rezoan Hossain 
ID No: 10204093 
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Executive Summary 
 
This report is made focusing on the manufacturing finance officer's point of view in Supply 
Chain Finance of  British American Tobacco Bangladesh. Basically in order to complete my 
Internship program for Bachelors of Business Administration, I had a wonderful experience 
working for a period of three months in British American Tobacco Bangladesh. First part of 
this report is based on the introduction which includes topics like methodology and limitation 
of the study. Basically it defines the way and background of the study to prepare the report.  
The next part will include a glimpse of how multinational companies are, the history of 
British American Tobacco Bangladesh, its mission and vision, product offerings, competitors 
and distribution network  and various departments followed by its operational network 
organogram. This report will also give a brief information about the different departments at 
BATB and also engage with the daily activities of working in Supply Chain finance 
department of British American Tobacco Bangladesh as a manufacturing finance officer 
followed by some recommendations and conclusion. 
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CHAPTER 1: INTRODUCTION 
 
 
 
1.1 Introduction: 
 
Multinational companies are giant firms with their origin in one country, but their operations 
extending beyond the boundaries of that nation. For several years now,  globalization has 
assumed a prominent place in the world. No matter where one looks, it seems, there is either 
a multinational corporation looking to expand into some new market. A corporation can be 
headquartered in one nation, run manufacturing operations in another, and ship its products 
conveniently and inexpensively to wherever its consumers might be. Multinational 
corporations will demand efficiency, punctuality and dedication, things which are deadly 
lacking in national life today. They will demand a certain work culture from the employees as 
well as the employers besides offering the best of goods and services to their clientele. Such 
is a multinational company named British American Tobacco. 
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1.2 Methodology 
 
1.2.1.1 Primary Objective: Gathering the experience of working in Supply Chain Finance as a 
manufacturing finance officer. 
1.2.1.2 Secondary Objective: Fulfilling the requirement of BUS400 course by the preparation and 
submission of my internship report on “Working Experience at British American Tobacco 
Bangladesh”.  
 
1.2.2 Data sources:  
1.2.2.1 Primary sources:  
Major Source of primary information was gained by actually working in the position of 
manufacturing finance officer at British American Tobacco Bangladesh. 
 
1.2.2.2 Secondary sources:  
Documents collected from British American Tobacco official website and green book of British 
American Tobacco and various websites. 
 
1.2.3 Scope of information:  
This project will help to know about the work responsibilities of a manufacturing finance officer 
at British American Tobacco Bangladesh. The report will not focus any confidential or 
controversial internal informational of the organization. 
 
1.3 Limitations: 
The report is mainly based on the Supply chain finance department from a manufacturing 
finance officer's point of view. Due to strict confidentiality, financial data about the company 
cannot be shared. 
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Chapter 2: ORGANIZATIONAL OVERVIEW 
 
2.1 British American Tobacco Bangladesh 
 
 
2.1.1 History: 
 
In 1972 as Bangladesh Tobacco Company (BTC), British American Tobacco Bangladesh was 
incorporated. British American Tobacco Bangladesh is one of the largest private sector 
enterprises in Bangladesh, incorporated under the Company’s Act 1913 on 2nd 
February 1972 and has been operating for over 100 years. Since 1972 BATB is operating as 
the market leader in the tobacco industry by providing some of the most powerful global 
and local brands. Beginning the journey as Imperial Tobacco 100 years ago, the company set 
up its first sales depot at Armanitola in Dhaka. After the partition of India in 1947, the 
company was established in 1949. After Bangladesh’s independence in 1971, it became 
Bangladesh Tobacco Company Limited. In 1998, the company changed its name and identity 
to British American Tobacco Bangladesh Company Ltd. It is listed on the stock index of the 
Dhaka Stock Exchange and Chittagong Stock Exchange. 
 
In its effort to create an international market for Bangladeshi leaf tobacco the Company 
has been exporting tobacco to markets in developed countries like UK, Germany, Poland, 
Russia and New Zealand. 
 
British American Tobacco Bangladesh's motto is "success and responsibility go together". 
 
The Vision of BATB is: "To extend our leadership through world-class performance". 
The Mission of BATB is: " Double the net revenue by 2015. Growing our share of the total 
tobacco market. Dominating key identified segments" 
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2.1.2 Product Offerings:  
From the customers point of view, the products of British American Tobacco Bangladesh are 
divided into four product segments. The segments are Premium, High, Medium and Low. The 
brands can be identified as below according to their product segmentation: 
• Premium- Benson & Hedges                
• High- Gold Leaf, Pall Mall, Capstan   
• Medium- Star, Scissors                        
 
• Low- Pilot, Hollywood 
Premium: Benson & Hedges (B&H) launched in 1997, maintains its dominance in Premium  
segment and drives the growth of Premium price segment in Bangladesh market. Within a short 
time Bangladesh became a leading B&H market across the British American Tobacco world. 
BAT Bangladesh was the first market to launch the new pack of B&H at the beginning of 
September 2005. 
High: Launched in 1980, John Player Gold Leaf is one of the highest selling brands of the 
Company - dominating the High price segment. In 2005, they launched three flavored Limited 
Edition Product and Packs under the ‘Taste the World’ campaign, which were extremely well 
received by consumers. In July 2006, three Limited Edition Product and Pack (LEPP) were 
launched under the campaign ‘Blender’s Choice’. BAT Bangladesh launched John Player Gold 
Leaf Smooth on December 2008. The new cigarette with its enhanced filtration and perforated 
long filter is geared to offer smokers a smoother smoking experience with a full bodied flavor  
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Medium: Star, launched 40 years ago, is still a dominant brand in this segment. Currently it is the 
highest volume generating brand for the Company. At the same time, the cigarette stick carried a 
new look with brighter paper and bi-color dye.  
Low: In order to meet the demand of the smokers of the increasing Low segment, they launched 
this Pilot, Hollywood.  
2.1.3 Competitors: 
They consider their product segmentation for following their core competitors in Bangladesh. 
The competitive brands are given below according to the same segmentation. 
• Premium- Marlboro      
• High- Castle 
• Medium- Navy, Rally    
• Low- Sheikh, Marise, K2, Five Star, Tope 10, Nasir Gold, Sun Moon. 
In May 2008, Philip Morris International launched both full flavored and light variants of 
Marlboro brand cigarettes in different markets of Dhaka. Dhaka Tobacco Industries is 
manufacturing and distributing the brand. BAT Bangladesh and Dhaka Tobacco Industries 
together hold more than 80% of the cigarette market share. Tobacco products are distributed  
either by manufacturers themselves, third party distributors or wholesalers.  
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2.1.4 Distribution Network: 
The company performs its sales and distribution operation all over the country through its five 
regional sales offices. They are located in Dhaka, Khulna, Chittagong, Sylhet and Rajshahi. Each 
of the regions is again divided into operational areas, each of which in turn is divided into 
territories. To perform its sales and distribution smoothly, the company operates 10 sales depots 
in different locations of the country and it has 63 authorized distributors. Moreover, BATB has 6 
Regional Trade Marketing Offices (RTMOs), 12 Regional Sales Depots, 1 Factory, 1 Green Leaf 
Threshing Plant, 7 Leaf Depots and a Head office consisting of Corporate Head office and 
Production Head office. The Company’s Head office and Cigarette factory are located in Dhaka. 
A Green Leaf Threshing (GLT) Plant has been set up in Kushtia and it has started operation from 
April 1995. Furthermore, The Company’s products are manufactured in the factory at  
Mohakhali, Dhaka. 
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2.1.5: Operational Network Organogram: 
BATB is a process-based organization, instead of having isolated departments the company has 
some support functions and some core functions. Typically the structure of the organization can 
be explained through the supply chain. 
 
 
 
 
 
Fig: Operational Network Organogram of BATB 
Leaf 
Production 
Brand 
Marketing 
Trade 
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CORA 
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Chapter 3: WORK EXPERIENCE 
 
 
3.1 Job Description: 
I had the opportunity to enroll myself as a manufacturing finance officer in the supply chain 
finance department of British American Tobacco Bangladesh. The recruitment process took 
about 2 weeks. After they received my resume, I was called for an interview and after the 
interview the recruiters assessed my excel skills. About 3 days later, I had to face a second 
interview and I got selected. I started my journey in this corporate world from the 10th of 
September 2014 as a manufacturing finance officer. 
The job requires an individual who is a quick learner able to multitask, spend long hours 
working, excellent Microsoft excel skills and computer knowledge along with a set of English 
language fluency both written and oral. Office hours would start from 10am and continue till 
tasks are completed for the day. Free lunch is provided in the cafeteria in the British American 
Tobacco Bangladesh premises.  
 
 
 
3.2 Different aspects of Job Performance: 
The role of a manufacturing finance officer deeply involves one to possess excellent excel skills 
and writing ability as well for communicating and maintaining the relationship with the 
stakeholders of BATB. I used to communicate with other departments’ managers as well which 
helped me increase my communication skills in a corporate environment. 
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3.3 Critical Observation and Recommendation: 
By giving the opportunity of directly getting a job before internship, British American Tobacco 
Bangladesh is helping the students of Bangladesh for gaining a great multinational working 
experience which will help the students to survive and compete in the real corporate world. I was 
always am motivated enough to work hard because the management are so helpful and friendly 
in every aspects of the job. I was given each and every facility for my assigned works which 
always encouraged me to finish the works on time with a positive outcome. Lastly I would like 
to say that British American Tobacco should hire potential candidates even before internship 
which will help them for finding a potential youthful energetic employee which can be a great 
asset for the company. 
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CHAPTER 4: FINDINGS 
4.1 The Different Departments of BATB: 
Leaf: 
The leaf department of BATB is responsible for Tobacco Growing, Production & 
Procurement, Green Leaf threshing and packaging, leaf bending, leaf export and import. BATB 
procures almost 80% of their leaf from their own cultivation. The tobacco crop is processed at 
the Green Leaf Threshing (GLT) plant in Kushtia. The purpose of the GLT is to convert the 
tobacco into a form suitable for cigarette production. The tobacco is brought to a uniform 
moisture level and temperature. Initial blending of the different grades of tobacco takes place at 
the GLT. The processed tobacco is sized and packed before delivery to Dhaka factory. 
Production: 
The tobacco from the GLT comes to the Dhaka Factory for further processing according to 
needs. The first stage of production is known as PMD. The Primary Manufacturing Department: 
The primary manufacturing department(PMD) is responsible for further conditioning the 
domestic tobacco to make it ready for production. The tobacco passes through a set of integrated 
and regulated machinery whose purpose is to blend the different packing grades in specified 
proportions. The secondary manufacturing department (SMD) uses the tobacco that is blended 
and conditioned by the PMD along with wrapping materials to manufacture cigarettes. 
 
Trade & Brand Marketing: 
British American Tobacco Bangladesh has a well-defined mission for the marketing and 
distribution of products, which is to reach the target consumer in the most efficient manner by 
becoming the benchmark supplier to the trade within the strategic channels in every market 
where the company operates. A well-organized trade marketing team is working continuously to 
make this mission successful. Furthermore the whole country has been divided into six regions to 
perform the marketing activities efficiently. 
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CORA: 
Corporate Regulatory Affairs is the department which is responsible for upholding the corporate 
image of the company. Since BAT is in a controversial industry it is very much important for it 
to manage all its stakeholders as well as to manage the media. All these are done by CORA. It 
also looks after the legal aspects and taxation of BATB. 
Humana Resources: 
From recruitment to selection and also from employee welfare to industrial relations, this 
department has to play an important role. 
 
Information Technology: 
IT departments function is to enhance BATB's competitive position by increasing operational 
efficiency and timely decision making through measurably better and more compatible 
information system, and by harnessing the most appropriate technology and implementing new 
business practices to enhance BATB's business effectiveness. 
 
Finance Department: 
The Finance department is responsible to evaluate the economic performance of the Organization 
in BATB. 
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4.2 Description of Operations in BATB: 
Operations covers the primary supply chain and Research & Development in BATB. The 
primary supply chain is often described as the processes that cover the Plan, Product, Buy 
(including leaf), Make, Move and Sell/Service areas of the business in BATB. It extends from 
growing leaf in the field right the way through to delivery of the products to the first warehouse 
in the market. 
 
 
 
The vision of Operations in BATB is to be ‘Operationally best’. This means ensuring that 
products are best made, best delivered, at the best cost and in the best time. Products will not 
leave the factories until they meet the high levels of quality BAT and its consumers expect. This 
will create unrivalled products, and deliver the best smoke for its consumers. 
 
For Operations Finance, the vision is to be a proactive business partner within Operations whose 
commercial and leadership skills drive value creation across the whole supply chain. Operations 
Finance is at the forefront of developing cost effective and value adding capabilities across the 
Operations value chain at BAT. 
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4.3 Specific Responsibilities of Job: 
 
4.3.1 BUSINESS CASES: 
As a manufacturing officer we had to verify business cases and see whether they are viable and 
request to accept Business cases in the system. The requester would have to give us business 
cases along with supporting documents. Building business cases is an important skill for all of 
those within the business, and as a finance function we have the opportunity to improve the 
quality, input and output of investment appraisal across Operations. Within Operations, examples 
of business cases include CAPEX, sourcing decisions, footprint decisions and so on. We also 
have to ensure that we are joined up in our thinking with Marketing, making sure that any brand 
launches look at Operations impacts and that we work together on Innovation decisions. A 
business case would contain a document that essentially drives a project in terms of building a 
structure for investment appraisal and allows the business to make an informed decision 
balancing risk with reward. An average business case would include various factors: 
• Costs, benefits and time scales 
• Risks 
• Description 
• Impact 
• Financial feasibility  
• Recommendation 
• Options and alternatives 
• How the proposal is to be funded 
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4.3.2 WASTAGE: 
Management of waste levels within the factory is a core responsibility of the Operations top 
teams. Waste is measured in two ways: through leaf waste and wrapping materials waste. 
The causes of leaf waste within the production process are principally due to the many, 
sometimes aggressive, stages of manufacture, as during conversion of tobacco from large bales 
and cartons of green threshed leaf and stems, first into cut-tobacco blends (Primary process) and 
then into packed cigarettes (Secondary process) ready for distribution to the customer. As 
tobacco is an organic product with a natural content of water as well as a propensity to be subject 
to variations in structure and behavior throughout processing, it is inevitable that some level of 
waste will be generated. However, with good quality process, control, storage and handling it is 
possible to minimize losses, but in order to measure, understand and benchmark performance in 
this area we need to apply a consistent and well understood method of waste calculation. We 
download an excel file from SAP and organize and enter data and send it to Primary 
manufacturing department and they calculate the leaf wastage. 
Measuring wrapping materials waste is to measure the waste incurred in converting materials 
(tow, cigarette paper, hinge lids, film etc) into cigarettes. As a manufacturing finance officer we 
had to download SAP dumps arrange the data in excel using various functions like vlookup, 
pivot table,etc and calculate wrapping material wastage according to an excel template. 
 
 
 
 
 
                                                                                                                                                         
21 | P a g e  
 
 
4.3.3 CAPEX: 
I also had to prepare a capital expenditure tracking file, which would be needed to be updated 
thrice or more weekly. CAPEX investment is an enabler to achieve productivity improvements in 
the manufacturing process, to address factory footprint initiatives, to increase a plant’s capacity 
(growth), to deliver product innovation allowing the development and deployment of strategic 
projects, and to keep operations running. BAT looks at CAPEX within the three categories that 
add to net CAPEX. The first category is to show the gross external investments (purchases from 
third parties); the second category is internal investment (i.e. assets bought from other BAT 
companies); and the final category is sales of fixed assets to effectively manage the net CAPEX 
impact on cash flow. 
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4.3.4 STOCK RECONCILIATIONS: 
As a manufacturing finance officer we also had to do stock reconciliations. The stocks 
reconciliations would be for Leaf, Wrapping Material, Primary Manufacturing Department, 
Filter Rod Department and R&Rs departments. During the month end the physical stock of these 
departments would be counted by an external auditor along with a BAT employee. Those will be 
then compared with the stock amounts present in the computer system. We have to download 
excel dumps from SAP and find out any discrepancy between the physical quantity and system 
quantity. If there is any discrepancy we would have to go to respective departments to find out 
the reasons for these discrepancy and we would calculate the total amount of discrepancy value 
in BDT. Stock reconciliations are needed to ensure that replacement items are ordered in a timely 
manner, that inventory is properly valued, and that parts are available for sale or production 
when needed. Stock reconciliation is also needed to ensure that the actual and recorded stock 
amounts are the same at the end of the year, so that there will be no issues when the stocks are 
audited. When the difference between the physical quantity of the stock and the recorded 
quantity of the stock in SAP  cannot be corrected with an adjustment, stocks need to be 
recounted. It is entirely possible that someone incorrectly counted the inventory. If so, a different 
person needs to count it again and inform. The units of measure should be the same. For example 
it may be counted in kg but recorded in system as liters. Due to missing paperwork a huge source 
of inventory reconciliation issues may occur. The unit count in the stocks records may be 
incorrect because  a transaction may have occurred, but no one has logged it yet. 
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4.3.5 MANUFACTURING TOP MEETINGS 
Arranging and attending Manufacturing Top Team Meetings was another activity which I had to 
do once a month.  This would include room booking for meetings, notifying those who would 
attend the meetings by email and conforming by phone. The agendas of the meeting would need 
to be prepared and updates regarding previous month's meetings would be collected. There 
managers of different departments in supply chain finance would discuss about their findings in 
the month and the issues that were being faced would be tackled with action plans for them or 
their respective departments. In supply chain finance manufacturing meetings the departments 
would be sharing their input regarding budget variance, manufacturing logistics, environmental 
health and safety issues, primary manufacturing department, secondary manufacturing 
department update, production engineering, manufacturing human resource and any other 
business related issues. The action plans that would be discussed during the meetings would then 
taken as minutes by myself and later be circulated to all these departments through lotus notes 
which is the email client in British American Tobacco. 
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                                                         
24 | P a g e  
 
4.3.6 TAX STAMP: 
Tax stamp reporting was another activity as a manufacturing finance officer. A  tax stamp is any 
adhesive stamp, metered stamp, heat transfer stamp, or other form or evidence of payment of a 
cigarette tax. Tax verification is essential for governments to know the volume of products 
manufactured, so as to determine the excise tax due and/or paid. Digital tax verification is an 
enhanced tax collection method that uses advanced digital coding technology printed directly 
onto packs as a tax stamp. My job was to download monthly reports from system, organize them, 
analyze the data, see production of tax stamps and calculate wastage of stamps in excel using 
formulas preset in a template for various packets. After calculating the wastage, the reported 
wastage would be mailed to the tax office so that tax stamps can be ordered for the next month. 
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4.3.7 MONTH END: 
Month end was another activity for supply chain finance department which needed to be done on 
the last day of the month. It is part of the company's closing operations. Month end close is 
performed to finalize a snap shot of transactional activity for a period. Most processes run at 
month end are also run on a daily and/or weekly basis. For month end, these processes are 
performed for the last time for a particular month to ensure that all transactions are posted and 
reflected on reports. The month is officially closed when all of the month end processes are 
complete.  
Before 3 or 4 days of the end of every month we would have to inform auditors for the physical 
stock they would need to count on the last day of the month. They would be informed over email 
and followed up through a telephone conversation. For British American Tobacco Bangladesh, 
the stock count would usually be done by a group of auditors from Snehasish Mahmud & 
Co.(SMAC). The stock count would begin at different preset times. The material go-down stocks 
would be counted first usually at 8 pm by an auditor from SMAC along with a BATB 
representative who would count separately along with him so that counting errors are minimized. 
The physical stocks of filter rod department and primary manufacturing department would then 
be counted by the auditors. The process usually lasts till 11pm. After that the auditors would 
submit their reports and input would be given in the system. We needed to download dumps 
from SAP every few minutes to see whether confirmed quantity matched with delivered quantity 
that is there in the factory. If it did, then we would carry out the calculation of wrapping material 
wastage and leaf wastage. We would exit our offices in the morning at 7 am or later depending 
on how smoothly the month end would go. 
 
4.3.8 ASSISTANCE: 
Apart from all these tasks, I would have to assist my line manager and any other departments 
when they would need information. 
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Chapter 5: RECOMMENDATIONS AND CONCLUSION 
5.1 Recommendations:  
The training phase for any new contractual provided British American Tobacco Bangladesh 
could have been more structured and descriptive.  There could have been structured and detailed 
written down steps for completing specific tasks. Despite being a top-notch company, the 
computers used at British American Tobacco Bangladesh are a bit backdated, that is mostly 
corei5s instead of corei7s are used. As a result, working with huge excel files often make it far 
from a smooth experience. The network speeds could also have been improved since it does take 
some time to load SAP. For the supply chain department no internet is present and only intranet 
is used which makes it difficult for many to look up for solutions on the internet when they face 
an issue. Hence, internet should be present but monitoring data is also essential to prevent any 
leakage of confidential information. 
 
 
5.2 Conclusion: 
British American Tobacco, being one of the leading tobacco companies of the world ensures 
value addition at every stage of the supply chain. BAT must further focus on price, quality and 
performance of their product lines and brands to stay competitive in the industry. Even though 
people are becoming more aware of the health hazards of smoking, customers who smoke on a 
regular basis face enormous difficulty in giving up. British American Tobacco should contribute 
extensively on research and development for better variety of tobacco leaves that will be less 
injurious for health and more cost effective for the customers. I believe, British American 
Tobacco will continue its trend of being one of the leading MNCs in Bangladesh by continuously 
driving its growth year after year. 
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